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M2 B

. Deputy Lirector {Suppert)
SURSYs  Repert of Survey of Clerical Training Program

This memorandum contains reocsmmendatiocne submitted for 10/ spproval,
fuch recommendations sre eontained in paregraph 5.

1. PROBLeyg

To dotormine (o) if present cloriosl training in (TR is cssential and
(b) if 1% san bo carried on with lees than eleven people,

2. FACTE BaANING CON TH. PRUBL:Ms

8. In the pregent lsbor merket, the Agenoy accepts marginelly adequste
clerical/typist/eteno personnel. (fee Tab A

b. This Agency, and in fact the whole governmental structurc, mainteins a
steedy input of such persomnel.

¢, Clerigel level persormsl are brought on board prior to finsl security/
mettical clesrance,

de The iffice of Training conduets formelized training for clsrieal B
sormel in two mein catopories:

{1) vrientatien ard Clerical Courses for employess prier to placemsent,

(z)i;aaefm@r Courses for on-bosrd igemcy personmncl (See Iab B for
course titles, classrcom howrs and numbers of students enrolled).

e. ‘there is a staff of sleven persens in the Clerical iralning Unit -
One Chief §mﬁrnmm* » elght Instructors and two Clarisel support | rsons
{(%ep Teb L),

fo lhere is e peak poriod in the summer months when the newly graduated
high sehool students cnter on duty amd there is s propertionally slack
pariod from the ond of Suptembep through mid-June,
25X1A &+ CIA Motice NoJ |dated 2 July 1952 is obsolcte in that Parceraph 5
| does not reflect the Ufflce of Traiming's present procedurce. (S.¢ Tab L)
h, The gequenoe of (' sctivities provides for aptituwde teste to be pgiven

; in '%}a,;-tmasm and aftar scheduling medical, polygraph tosts, e¢te, (! ue Tebs
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PECEETON:

Ths labor merket for seorctaries, stencgraphers and typlate is a seller's
market (See Tab A),

The Civil Scrviee Commission has lowered its standerds in the Steno-
gyaphers' :xamingiions, and atbtempts heve been made to also lower the
standards for Typists, The Chief, Cleriesl Placement Branegh, Office of
‘ersornel siresses that the standerds ef the users of elerical personnel
in this Agengy heve net besn lowered, and the demands to 111 elerical
vacengles orceted by attritien and premotions are stoedily ineressing,
In salendar year 1955, |elerical apsignments were made from the In-
terim Assignment ! action,

Adé to this the sbvious nced to reecruit claricel persomnel before the end
of the scheol yuar, besause of Secupily processing, and we quickly reslise
we must allow for sub standard performence and hope for improveme t, Out
of some 800 people inmterviowsd cach month, we obtain mine or ten appli-
cants, S0 of whom drop out in the processing,

The Clerigal Orientation towrse is s two to three sourse conducted
by two Instructors, and includes some 15 sudjeots. # {lerieal ‘nduo-
tien Course is taught cach day, repested cach weel, conducted Wy four
Instructors, mx! insludes some seven subjects, The Clerieal Hefrusher
Course is & fouwr wecks' course, whish mcets dally, conducted by two In-
stroctors and inoludes seven subjects. A mmber of special training
sctivities are also conducted ty request of the operators. {(See ‘ab B)

Caloulations of sctuel elsssroom hours for eseh instruetor dwring the
period 2 Japuary to 11 June 1956 range as follows on & belil to bell time
bagis: (Sece Teb B)

Averag: per
Instyuetor
Clerical Industion Traiming - 74 to IS5 hrs. psr week, cach, 7

Clerical Ordientation Trsining - 11 %o 15 hrs. per week, wach, 13
Clerical lefresher Training ~ 11 to 18 hrs, per woek, each, 3

in eddition, the new testing systom addes to ome
Clarical Inductlon Training instructer's duties 6 hrs. per week

and one Clerical fefresher Uraining Instructer's
dutics 2 hre. every 2nd week

For the purposs of this study the fagtor of LO/60 was uped to evaluate

instructor loads (LOX astual elsssroem instruction to 60f preparation,

conforences, greding, te.). This fector assunes that an instructor

should teash a minmimum of siwteen classroom hours per wesk < with ¥l
-
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hours feor preparation, conferances, seoring, self-imgrovenent, ¢ic. -
snd is fer below the reguirements in similar instruction in private
scoretarial sehocls and high schools. 1%t is consonant with the demaxmis
on teashers of sidlls in lavy, Army and ALC, It is particularly gencrous
ginee instrustors in thesc ocourses in OTE have the support of a Chief
Instructor, two clerioal assistants and some scoring and menitoring help
fram students. Further, the repetitious nature of the subjects roquires
less preparation on the pert of the imstructor than is true in epere~
tional, technical or seientific subjectis,

Ferty per cent of the man hours available for clasgroom instruetion (320)
is 128 bours per week, ZAverape clsemroem reguiremept is 87 hours for
reguler eourses and nine houre for speeisl courses or a total of 96 hours.
Thus six instructors could saryy the classroem workload as presently set

up.

Ay cousideration of staffing roquirements must slso take into ascount

the need for uniformity of workloads, in order to aveid baving to staff
up to peair losd lovel; with the resultant execess of manpower during the
Otf"‘w p&r‘lﬁﬁo ‘

The peak lesd of steno/typist/cl:orieal rvoruite for pre-industion
training commances about 15 June end contimues for some three momine.
This inoveamas the numbsr of classes Lo be taught in cach subjeot amd
the smount of mdministrative work imeidental to the emrellment, tustilng,
sehoduling, ete. ‘his fluotustion affects the Urientation and Imive-
tien soursesj it does not effect the Clerieal Hefresher courses, vhich
ars given solely for sgency amployees, eurrTently offered on a yesr around
bagis.

Une obvious mesnz of levellng off this sharp peak in worklesd is to limit
the Clericsl fefresher offerings to off-peak months, The two instrustors
so engaged could then be usod Yo support the Urientation and Industlion
staff during the pesk poriod. This means of solving ihe problem would
reguire some sdministrestive msnipuletion in the rescheduling of ecurses;
also there would Be an additional roquirement en the versstility of the
ptaft. ’

“he ourrent D procedures sz they refor te Testing and Training heve
been ohanged since 5 July 1952 vhem CiA Notlse Ne.]  |wes pub-
lished, {(“ee Tobs T, & and Ly}

& hirk pereentage of 188 persemmel, having falled the initial apiitude
tests in typing end shorthand, hae been able to qualify within the first
week of training (65% inm typimg, 76% shorthand during 1955 - slightly
lower in 1956). “his situstion can be direcily ralated to the timing
of the initial test in relation to the sequenss of sctivities roquired
of 1A% anvollees during thelr first week on boerd, (See Teb . and .q.)

e
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GOBCLUE LUNS

“his hgenecy mest continue to movert marginslly sdequste elerloel/iypist/
strno personnel becsusu of competition.

This hgeney must :aintsis a stosdy input of suoh personncl in order o
meet ite responcibilities.

% im operstionally oxpesdiont to bring clerical lovel persormel on board
pricr te fimal securily/medical clesranc: snd it devolves upon the i gency
to keep thesme posple pailnfully eemployod in the intarim.

Tetatled exeminstion of the courses, lesson plave, pellmant, okl discus-
slon with selscied opersting officiels Juwtify presant courses a8 29pro-
prists and sssential., The (lericel lnduetien smd Cloyical Urientstion
lourses are absolitely cesontisl st 2ll times, The Ulericel Kufyesher
Courss iz essenticl 1o & lemeer degrev.

in snalyels of veupovter vorklead, based on clessroom hours, stadent
losd ard ebher .eriisent [seters, Justifies the nine imstruwiors, wdder

Brre-nt pegk werklosd conditions. The twe clavi/mteno positlons are

sepsary o support the instruwetors, Howovep, an snalysie ef ithe sotive
yesr's eperetien indicatss thet thes presont cight (B irstructors (exolud-
ipg the vhief of the Clericsl Treining Hection) have not alwsys B en
atilised to full cepacity. Certein instrueters have osrrisd muchk lower
worklosde then othars.

This Ageney should liait the Ulsrical Aafresher Uouree to off-peak
wopthe, Tho nmtrcotors pocitions sod ¢uilings oould be deleted, up
ackioving maxirmm wec of manpower over tos twelve month period,

CId Weties[ |should reflect the prescnt prossdurve insofsy as the
TH responsibilitice are desoribed.

The initia) aptitude Tests, perticularly in typing snd sherthand, should
be glven et & timg in the sequence of =l sstivities #hen the new ¢~
ployses are in a sufficiaatly relawed state of mind to permit the mexi-
wam wumber te gualify. This should rosult in @ rathexr sh reduction
in the mamber of ztudents to he Lmmedistedy enrolled in treining in ovder
to cuallfy for nlaccment.

HaA M M LB,

% is recommeéndod thet:

The ~leriesl Upriantation wd induction Training Coursss new Ccenductsd
ty the Bsgle Seheol, UIK, be cossidercd as "essential® under prasent
1lsbor maxdket sonditlons and be ¢entimied. {(Zve Tob B

The v lerisel Hofrcaher Cowrses be offuped from & epbosdwr to June only.

-k~
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2. Two .mstructer posiilons and ceilirg be deleted from the presoot staff
strungih of $he lericsl ‘“raining Unit, Bagie behool, OTH, (Sez Tab i)

de hetion be taken by OTh to amend Farsgpaph § of Cis Hosiec %: 25X1A
dated § July 3980, (fee Tap 1Y)

Y and the “hief, lerical Flasement Braneh, Pap s OF (withk the srstiete
anc: of the Munagemont Dteff, if requested) Jointly recomsider #.s

~ssguency: of <M setivitice for new clsriesl employces wnd plsn e timing
of initial qualifying “ptitude Tesbe for the sdventege of the new ampleyee
andt the ipenpy. (Sce Tabm & apd 5y)

-
| | 25X1A9A
Chief, Mansgemont & taff

TEBULAY L GE
Tab & - U, &, Bept. of uabor frticle
Tab B ~ Clerical Tradning "murses
Tak = » Cleriesl Training Unit, Pasie
- behgol, UTH, T/U Feritions
and Amsipnmente
Tab b » Copy of ©.1L Rotlee Ye. 25X1A
Tab - ~ Soguengs of A Activities
Tab iy- Trensfar of Tembiug of / gercy
« lerical mployess

LN URB O o g

(See memo to DD/S fr DTR dtd 11 Oct 56)
- - ; attached
Pireetor of Trainming

+he recommondations in paregrrph
DEs T i T [Ny 5 wre Approved:

Orig. & 1 - Dir. of Tr. (cc held
vie 2 « DS by DTR)

1 - File 1,';/;;3

1~ %rhm(;‘r‘»" 4 0"! _

1 - Management Staff
Comeback

PPV I
Heputy s irecior
(Support)
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